APPLICATION FOR RECORDS REI'ENTION QCHEDULE OFFICR OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF ARCHIVES AND HISTORY

INSTRUCTIONS: See Publication No. 78—~RM--1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atiants, Georgia, 30334,
Attenition: Scheduling Section, -

FOR AGENCY USE 11 Agsncy Addrass : FOR nsconnsmmcmzmus
Application Dute £ off h. il ’ Application Number
) ) ' Department of Offender Rehabilitation
K VT —r——— 800 Peachtree Street, NE . 6 ‘ L‘ \5 :
] ) Atlanta, Georgia 30365 - -~ -~ =~ : - DS“E'F?W Dete Camplated
S * 101981 1oy 4 01981

2. Person to Contact Working Title Telephone Number
g Susan Davis o g - _ Records Management Qfficer 8940-'5563 -

3. Action R Requested
8. X Estabusn Retantion Schedule; record will continue to accumutate
b. [J Disposa of present accumulation; no further sccumulation anticipated.

¢, Amend Apolication No.. . CheckOne: O Change; [ Supercede; O Void
4, Dates of Seriss : S. Records Series Title {followsd by title used in office; if d:fﬂmnr}
Earliest Latest
] 07-02-81 Cumulatlve Academic or Vocational Student Record File
6. Division and Office Function What is the function of the Division and the Oﬂ" ice in which this record series is created?

..,

Educational Services" prov1des Academic and/or Vocational tralning in order to prepa"e
public offenders w1th marketable skllls. , . :

7. Record Series Duf.ﬂptlon " This file contains the fol!owmg dowrmnts (indudc fm mmbers and titles, if anyl
- Attach samples of the file, ..

Documants raiatmg to: Recordlng Academic or Vocational tralnlng of 1nd1viduai students in
- State Correctional Institutlons. S -

Included are: Standardized Achlevemeut Test Scores (Proflle Sheet) Study Schedule/Flow

- : Charts, Physical Evaluation if for education purposes, Quarterly Supervisor

) ‘Evaluation, Transcript information, A Record of Disclosures Form (PI ),

' Advisement Form, (PI )} of the Privacy Right of Parents and Students,
Vocational Rehabilitation's Evaluation Data, Georgia Diagnostic Center
Evaluation and Test Data. Personal Information Form (PI ) G.E.D. D1p10ma/and
Transcript, Vocational Certificates and other related Coorespondence, - ° ’

Special Education Materials: (See Attached Sheet).

Fileisarrsnged: Fiscal Year, aﬁhebej:_ically by ‘surname of Student.

8. Mornthiy Reference Rate How often are reeords refen-ad 10 which are;

Ore to six months oid : Seven to tweive months old
twe-ntv fiva months and older :

; Thirteen to twentv-fow months old

9, Annual fats of Aa:urnulaﬁon ot ﬂmrds

Letter-size drawers sLegalsizecrawers o __; Shelve_s .’otﬁc {specity)

AR _BAa_ T4, M- I® . —— ——




NO | 10. Questionnairs _ LPz_a—_eean “X_"i_n“ﬂm b_rppar column) o ) R o e

YES | NO ‘ )
X a. Is this the officia! copy of the series? S : . _ S
i i H —
X b. Boas _\%ac H"Kf—_- ?ntﬁg &_réfl{q:nﬂél aformatlon requiring security handling? 1f yes, cite law or regulation, T

X | ¢ s thisavital record? _
d. Does this series have histarical or tong term resssrch value? Federal Audit Value

., %enoneormodocumenrsmﬂuﬁbmke utmcessarvmknpﬂueﬂt{ra file for a long period, enutdthese

g. Is the mformanon eontained in this series ever analyzed and/or recorded in a summarized report?

X f ves. agtach cagy. Complete Print out for Inmate Data Bank, Evaluation Reports
' h. s there a duplicstion of this series in your office, or in snothér office or agency?

X M ves. where?

X ;mwmmmm@mm?
X | 1 Does the record sarias result in 2 comouter orintout?

11. Retsntion Requirements - " The following requires the seriss to be kept:

‘s Sutelaw - years. - - - d. Auditperiod - - yesrs
b. Statute of imitation o _.yess. 8, Administrative need . yesrs.
¢. Fedaral taw : years. £. Federal retention instructions E) years

Attach copy or excert of laws or regulations, Explain administrativa need,

12 Amndbimontwnlnm;cdom Thlugnncvrecommndsd\atthf'lesarmbemoffatu*nmdofud:
" 'O Calendar Year; O Fiscal Year; 33 Other then,

monthis)
year(s); then
yesris); then

O Haid in the curvent files ares year(s); then
O Transfer to local holding area; hold
C Transfar to State Records Canter; hoid

XA Destray.

O Transfer to Stats Archives for psrmanent retention.

B Other /Specity) . )

When student leaves Instltutlon remove folder from active file and place in’
inactive file; cut off inactive file at end of each calendar year, hold in
"inactive file -area 5 yeatrs; then destroy. NOTE. 1f at the end bf the 5 yeatr = -
retention Pe_z'i_od a Federal audit is in progress , Tetain this file until

completion 6f the Pederal audit; then destroy, .

. .- - - R e [ LA . - - -

Racords Managemant Officar r{igq:mtumlr Date

rarl . a J aC
; & Z /4
_ Stats Records Committee {Signature) ) Date
Recommendations in para- z C T :
graph 12 are spproved. State Audlitor/Designes ' - . 10-19. 9’
{If disspproved, attach letter : T
of explanation.) mnm«mm drenll M : [O~/9~ 37
— 7. o )
Attorney General/Designes e~ ;1 ‘g/

AR—S0—71; Aev. 18



